| OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT pIVISION

AéPLICATION FOR RECORDS RETENTION SCHEDULE

e e T —L e T —-—

e ——————fTen T

INSTRUCTIONS: See Publication No. 76—-RM—1 for instructlons on completmg th;s forrn Forward signed originat to
Department of Archives and History, Records Management Divislon, 330 Capitol Avenug, Atlanta, Georgia, 30334
f Attention: Schadulmg Section.

FORAGENCYUSE [ 1. Agency / A&dfG“Comptroller General | ¥on “ECORDSM“”AE?'L‘_E"TWQ.%_;“
Application Dete .|  riscal Office/Premium Tax Div.  Application Number

] “sggufity,bngsit,Divisién,', iE‘ES 17‘) .

Applicauon Number 720 West Tower, Fle’d"Bldg,' ' 7th :Epfa Raceived Deta Cqmpleteq o

L | 200 pPiedmont Avenue FEB 21 1933 LMAR 9 198377

2. Person to Contact “Atlanta, Georgia 3%%9 Tide Telephone Number ]

| _Loretta Cook _ __  _  _ _ ___ 8r. Secretary-Typist ,656—2_131___

3 Action Roquested N |
a. K Estaousn Retention Schedule; record will continue to accumulate.
b. [J Dispose of present accumulation; no furthar accumulation anticipated.

¢. _ 3 Amend Application No, . .. .. Check One: 0] Change; O Supercede; O Void _ ]
4. Dates of Series 5 “Records Series T'tle (followsd by tltle used in office; if different) :
Earliest _ Latest a

1978 | Present | Annual Premium Tax Returns GID-12 Audit Copies

e e [ ———

G Dmsaon and Office Function What is the function of the Division and the Office in which this record series is created?

The Comptroller General is responisble 'for regulating insurance companies

and administrating insurance-related laws; supervising and licensing loan
companies making loans of $2,500.00 or less; and enforcing the State's

Fire Safety laws and Mobile Home Sales Regulations.

The Fiscal Office is responsible for malntalnlng accounts, budget and payroll
Yecords and information.

The Premium Tax Division is responsible for malntalnlng and audltlng premlum
tax returns for insurance companies.

The Security Deposit Division is responsible for maintainlng securlty deposit
for insurance companies. :

a2 — . cnn ——— o —— —_

7. Record Series Descriptlon This flle contams the followmg documents (mclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to: Filing of Annual Premium Tax Returns by insurance

companies licensed to do business in Georgia.

-

Included are: o
‘ Form GID-12

Fﬂehanﬁmmt By Validation Date per statement for" year listed or
_ ) by year listed only. W1thout valldatlon date.'ﬂ

8. Monthly Reference Rate How often are records referred to which are: T
One to six months old ____._1__.; Seven to twelve monthsold __ _ 1 ; Thirteen to twenty-four monthsold ___ — __ _;
twenty-five monthsandolder____ . _ .7 »

'T'ﬂ;ﬁi‘R;ﬁxof Accumugtlon of Homrd;“_ T Ty e P
Letter -size drawers 4. ..;Legalcizedrawers _— *_._..._ ;Shelves___._____ _;Other (spec'ify) . e
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[ves | no | 10. Questionnaire !Place an "X 1n the proper column) e . T
J . Is this the official copy of the series? . ‘j‘
X _Ilfnot.whereisit? . __ __ o o S
I b. Does the series contain corffsdentlal mformat:on requiring secuntv handling? f yes, cita law or regulatmn A ' s
X i S , _ N - - _ i e ]
L__Ix | e lsthisa vital record? e . e
 Ix 1 d 'Does this series have historical or long term research value? o R .
e. When one or two documents in the file make it necessarv to keep the entira flla for a long period, could these _
X | . __|_ _documents be scheduled separatelv? -~ ... B e e e
L Ix | f J:.:h& information. cantained in this series aver nubllshed? 11‘ ves. . attach o0y, o S
. Is the information contained in thll urlqs ever analyzod ar\d/or racorded ina summarizod roport?
If ves. attach coov, . . IS e Dt e ]
h. Is there a duplication of this series in your ofﬂoe or in another offica or agency? ' . '
| D, 4R N _1f ves.where? . T e
L X_1 i lsthisseries or a maior vortion of it) reaulaﬂvxmcmhlmad?,_ﬁ,.k, —— , . —
1 X i. Does the record series result ina comouter orintout? = . e
1. Rmntlon Requiremeants g’he following requures the series to be kept:
a. State Law —m e Y @BES. d, Audit period ! -Yyears.
b. Statute of limitation —_— e, Y€ATS, e. Administrative need — e e YBATS.
¢. Federal law — e e .. }@ArS, f. Federal retention instructions . . . ___years.
Attach copy or excerpt of laws or regulations. Explain administrative need. L BRI e - a7
‘—,_‘— ”f’lr_*.r“’*' - N - q ‘-“jt-;:'p" R - . -7 '._"—_’-".. N It L - o= “f——."-" ad _I_r-i‘j--
'ﬁ"AB&.GI&E Disposition fnhsi}fc’{iéﬁs"" fﬁ.s]déﬁ"cy E&Er_n'n?eiﬁs}ﬁa{t the file ser.es be cut ott ;?tnl?ﬁa“SF each: . . “w"
e -D Calendar Year' & Fiscal Year EJ Other SRS __w_,,;,,;-.,.,M,,,Mﬂ_tnen ;
R Hold in the current filssares. until after,audit. . . ;then L o
0 Transfer to locafholdmg area, hold ___ . _year(s) then ' -
QO Transfer to State Reoords Center hold ere e year(s); then™ = 20 : T TTooTET
@ Destroy. i et U P e P - T SRR
O Transfer to State Archlves for permanent retention. : e T -
QO Other (Specify) o
These instructions apply to all prior and future accumulations of the serias.
.___gency mandewgw ignee | (Szgnature) _ 1 Date I_Reoords Manam ment.Officer (Signature) 3 __:l:‘ggg __ ]
J & /}?_3 [ o-k-%3
y ‘ 7 Stata Records Committee (Signature) ‘Date
Recommendations in para- SEn R ot N T e i rmain 2 s o ]
graph 12 are approved. State Auditor/Designee /( 2- 2'-(’83
(If disspproved, attach letter [N~ 7 77 T e e
of explanation.) Secretary of State/Daslgnee 1[’-‘!‘/ ¥3
e e = ———— T T L m et g o b S MY e T o ST e byt T Az S 4, At e o et S o i S
Attornay General/Designee r,g_ - %:3
A o ot T T " idmoa e B R = Bt s s — Sy
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